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DON'T FORGET 


JULY 16-19 








"...Paragraph. 


"Whatever you do at the convention, please don't forget to 
drop in and see us at Booth No. 51. We've got some very 


new, very automatic, and very surprising things to show you. 
"Paragraph. 
"Only one more thing: have a good time. 


"Sincerely, 


DICTAPHONE CORPORATION”’ 


Makers of the famous Dictaphone Time-Master dictating 
machine and its remarkable red Dictabelt record. 


Dictaphone, Time-Master and Dictabelt are registered trademarks of Dictaphone Corporation. 








Photographed at Saito Japanese Restaurant, New York City + Dress by Lanz 
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thanks to her REMINGTON® Electric Typewriter 


And no wonder—electricity does the work— 
helps today’s smart women of letters turn out 
such truly beautiful work in so little time, with so 
little effort and so pleasing to the boss. 


Reemington. Frand. 


DIVISION OF SPERRY RAND CORPORATION 
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By Wanda Underhill, CPS 
Houston Chapter (Texas) 


Mi Attractive proof that today’s success- 
ful woman can be feminine as well as 
efficient is evidenced by Gladys Jurchak, 
executive secretary to Mr. Tom H. 
Wheat, secretary of Transcontinental 
Gas Pipe Line Corporation, Houston, 
Texas. 


Gladys, who calls Bleiblerville, Texas, 
home, has lived in Houston since 1944. 
She has come a long way since she took 
her first job with the Houston Transit 
Company. She attended night school at 
the University of Houston and in 1951 
received her BBA degree. That same 
year she was among those who took the 
firsts CPS examination and passed it. 
Most young women would have been 
content to have acquired so many letters 
after her name, but not Gladys. In 1957, 
she received her Bachelor of Laws de- 
gree from the University of Houston. 
That same year she passed the Texas 
State Bar examination and received her 
license to practice law. 


Gladys joined NSA in 1950 and has 
served in many capacities. In 1952 she 
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was Houston Chapter’s candidate for 
Secretary of the Year. That same year 
she “Beat the Champ” at national con- 
vention by typing 109 words per minute. 
She has served Houston Chapter as 
Director, Recording Secretary, and Edi- 
tor of the Bulletin. She has chaired 
several committees, and is currently 
serving as First Vice President. 


Her boss, Mr. Wheat, was named 
Houston Chapter’s Boss of the Year in 
February, 1958, and Gladys will tell 
you very quickly that his “crowning” 
was one of her proudest moments. 


Besides being interested in her work, 
a very challenging position, and her 
NSA activities, she is active in many 
other organizations, among which are 
the Desk and Derrick, Kappa Beta Pi 
Legal Sorority, Houston Bar Association, 
Transco Club and Transco Employee's 
Federal Credit Union, which she has 
twice served as Treasurer. 


Gladys is one of those individuals 
whose effervescent enthusiasm and 
cheerful, pleasant personality have won 
for her many friends. 


This is a young woman who is proud 
of her profession and of whom her 
profession can be proud. 


Gladys Jurchak, we salute you! 





Gladys Marie Jurchak, CPS, LLB 





journey for 
miss james 


M@ “Journey for Miss James” an ani- 


_mated sound and color film about a 


secretarial career, is available for your 
chapter’s use in activities such as tele- 
vision interviews about the Association; 
talks to management groups, service 
clubs, business and professional men 
and women’s organizations; career day 
talks to students; secretarial workshops 
and other educational programs. 


Prints of the film may be borrowed 
for two weeks from the headquarters 
office for a deposit of $15.00 per print. 
This deposit will be refunded — less 
shipping charges—as soon as it is 
returned. 

Prints may be purchased for $50.00 
per print (plus shipping charges) from 
Animatic Productions, Limited, 15 West 
46th Street, New York 36, New York. 

The story begins at an airport where 
a plane is being delayed for a VIP. The 
VIP turns out to be Janice James, an 
executive secretary, rushing contracts to 
her employer for an important meeting. 

On the plane, Miss James is seated 
next to a young girl, Mary Pillsbury, 
who promptly inquires if she is a movie 
star and is surprised and a little dis- 
appointed to learn that she is a sec- 
retary. Mary’s ideas about the business 
world change rapidly as Miss James 
describes her very successful secretarial 
career. When a crisis occurs during the 
trip and it seems impossible for Miss 
James to get the contracts to her em- 
ployer on schedule, she promptly dis- 
plays two important attributes of a top 
secretary—initiative and the ability to 
meet a crisis. By the time she waves 
good-bye to Mary, the young girl admir- 
ingly admits that “there’s a lot more to 


a secretarial career than I ever dreamed!” 
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@ When soliders march in long lines of precision, drums 
roll, flags wave proudly, great planes soar overhead in 
formation—then eyes mist, and a great lump comes in the 
throat, and we know and feel patriotism. 

But when the pomp and pageant is over, we forget how 
dear and how sacred should be the love and respect we 
owe to our country, its institutions as well as its beliefs, 
and to ourselves as its citizens. 

To develop patriotism that enriches daily life we need 
to remember first that man has to earn his security and 
his liberty as he has to earn his living. We know what 
it is to earn a living, and history has taught us what it 
cost our ancestors to earn our liberty. Security, it seems 
now, must be continually earned and continually guarded. 
To us, as Americans, much has been given—and of us, 
much is required. Neither liberty, security, nor democracy 
is possible, unless each participant in the group (be it 
a household, an association such as our NSA, or a nation) 
devotes a good part of his or her life toward furthering 
its existence. 

We must live American each day. And we mean Ameri- 
can in the best tradition. We feel that America is first 
in many things—in science, inventions, motors, skyscrapers, 
etc. Let us live that she may also be first in ideals, princi- 
ples, character; not only in asserting her rights, but in 
assuming her duties; not in a great show of strength, but 
in helpfulness to the weak, the sick, the wounded of the 
world—and of our own individual worlds; not in isolation, 
but in cooperation; not in pride, arrogance and disdain 
of other races and peoples, but in sympathy, love and 
understanding. 

We stand now, as a nation, on the threshold of great 
and frightening changes and challenges. Unless we are 
to lapse into utter barbarism or participate in a war of 
annihilation, some nation must blaze the trail to a new 
way of life—a new concept of Peace. We hope America 
may be that nation. We hope that we as individuals may 
have some part in it. We can. But only by doing our 
duty in our offices, our kitchens, in the shops, on the 
streets, just as faithfully as if we stood in the front rank 
of some great battle and knew that victory for mankind 
depended on our bravery, strength, and skill. When we 
do that humbly, sincerely, whether as citizens, as Ameri- 
cans, as secretaries, as members of NSA, or as individuals— 
then we will know that we are serving in that great army 
which achieves the welfare of the world. 

Today, tomorrow—always, amidst the small and large 
chores which eat up our day, let us help in our small 
way toward the Peace which the world so sorely needs. 

ee e 
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all out — all ages 


Can adults get polio? 

Yes, they can and they do. Polio hits men and women 
usually striking them much harder than it strikes 
children. While polio incidence in persons over forty 
is relatively low, the degree of adult involvement is 
definitely high. Three out of four respirator patients 
today are twenty years or older. Don’t take a chance. 
Take Salk shots, whatever your age. There is plenty 
of vaccine available today. Ask your doctor for Salk 
shots for your entire family. 


Are parents safe from polio if their children have been 
vaccinated? 
No. You must be vaccinated yourself to be protected. 
A vaccinated child, or adult, still can carry the polio 
virus without harm to himself. But he may pass it 
along to others still unvaccinated and therefore still 
susceptible. 


Are you safe if your neighbors have been vaccinated? 
No, and for the same reason as above. If there is no 
polio virus in your community, you may well be safe, 
and think you are immune. But you cannot be sure. 
Your neighbor's vaccination, like your child’s, cannot 
give you immunity. Your own personal vaccination 
can do that. 


Are you safe from polio if you’ve had one shot? Two 
shots? 
Not necessarily. One shot is better than none. Two 
shots are better than one. But for maximum assur- 
ance of protection, all three Salk shots are required. 


Where can you get Salk vaccine? 
From your doctor, or at local vaccination clinics. Start 
Salk shots early to have full protection before the 
next polio season. 


How can three minutes spare a lifetime of suffering? 
It takes only ONE MINUTE to get one Salk shot 
today. It takes another MINUTE to get a second 
shot from two to six weeks later. And only ONE 
MINUTE more for a third shot seven months after 
that. Three minutes taken NOW can prevent a life- 
time of needless crippling. Make arrangements to 
start SALK shots NOW for your entire family. 


What's the biggest bargain in history? 
Protection from polio! Three Salk 
bought easily today giving you and your whole family 
freedom from fear of crippling polio. When the 
vaccine was first made available, demand exceeded 
supply. But this spring there is enough Salk vaccine 
on hand to make polio protection an economical, 
practical reality for everyone. Take advantage of the 
biggest bargain in medical history today. 


shots can be 
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from smart secretaries 


Use MultiKopy 
Durametric 
Carbon Papers 


* Exclusive Scale Edge prevents running over. 
It’s uncoated too to make carbon handling 
easier and cleaner. 


* Stays Flat in extreme temperatures. Each 
sheet is smooth and flat for uniform 
handling. 


* Weights and Finishes to fit your individual 
typing requirements. 


At stationers everywhere 
make it clear you want 


WEBSTER DURAMETRIC 


MULTI KOPY. 


CARBON PAPERS 


Free Sample. Fill out the coupon and staple to your 
company letterhead. 





F. S. WEBSTER CO. 

9 Amherst Street, Cambridge, Massachusetts 

Gentlemen: I’d love to try Webster’s Durametric 

Carbon Paper. Please send me a sample. 
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@ Summer time is traditionally vaca- 
tion time, and perhaps you wish that 
this were a vacation-time “page.” There 
are two reasons why it is not: I'm writ- 
ing it in May; and questions are arising 
now that will be of concern to an even 
greater number when the results of the 
1958 CPS examination are available. 
Growth in Number 
of Candidates 

The accompanying table shows that, 
except for 1955 when the examination 
date was changed, more secretaries have 


By Dean Inez Ray Wells 


The procedure for registering for the 
examination within the three-year pe- 
riod is to write to the Kansas City 
office, asking for a registration blank 
and stating the year for which you were 
approved. This should be done in Sep- 
tember or October, or at least well 
ahead of the February 1 deadline for 
retake fees. 

If you apply for approval after the 
three-year period has elapsed, you are 
urged to state the year for which you 
were approved. It will then be possible 


GROWTH IN NUMBER TAKING CPS EXAMINATION 


New 
Year Candidates Retakes 
1951 281 _ 
1952 409 33 
1953 468 204 
1954 560 344 
1955* 447 400 
1956 617 454 
1957 678 562 
1958 783 708 


Total Number Total CPS‘s 
Candidates Certified (Cumulative) 
281 62 62 
442 123 185 
672 175 360 
904 222 582 
847 190 772 
1071 211 983 
1240 244 1227 
1491 ~ _ 


*The examination date was moved from October to May, resulting in a shorter period for 


registration and a decrease in numbers for the year. 


taken the CPS examination each suc- 
ceeding year. 
Three-Year Period 
For Starting Examination 

Secretaries who have been approved 
for the CPS examination have three 
years in which to start it—the year for 
which approval was given and the two 
following years. For example, if you 
were approved for the 1958 examina- 
tion and did not register for it, you 
may do so in 1959 or 1960. If the 
examination is not started within this 
three-year period, you must again sub- 
mit your credentials to the Qualifica- 
tions Committee for evaluation. 
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for the Qualifications Committee to 
bring your file up to date by checking 
employment in the intervening period. 


Retaking Examination 

Immediately after taking the 1958 
examination, some secretaries asked, 
“What do we do next year if we failed 
all six sections this year?” The answer 
is that they may take all six sections in 
1959, thus starting over and establish- 
ing a new five-year period (including 
1959) in which to complete the ex- 
amination; or they may spread the “re- 
takes” over the remaining four years 
that they have for completing the ex- 
amination. The choice is theirs. In 





either case, they do mot have to apply 
again for approval by the Qualifications 
Committee; they need only register for 
the sections they wish to take. 


Names Not Divulged 
The names of candidates for the CPS 


examination are not divulged. The ad- 
ministrators must, of course, be given 
the names of those who are to take the 
examination at their centers, but they 
are asked to keep the information con- 
fidential. Inquiries, if received (and 
none has been), would be answered by 
saying that the names of persons taking 
the examination are not released until 
they have completed the examination 
and have been certified. 


Up-to-Date Addresses 
If you’ have changed your address, 


please send the Kansas City office your 
new address on a post card so that the 
fall mailing to candidates will reach 
you. Many letters were returned last fall 
because the addressees had moved and 
the period of time during which letters 
are forwarded had expired. 
Apply Now 

At the risk of sounding like a broken 
record, I’m going to say again, please 
get your application for approval for 
the 1959 examination in now. Get it 
done; get it off your mind; and then 
have a nice vacation! 

The annual CPS dinner, held in con- 
junction with the NSA International 
Convention, will be July 17 at the Hotel 
Leamington, Minneapolis. All CPS’s 
will receive invitations soon (if we 
have your current addresses). Plan to at- 
tend. The evening will be “out of this 


world.” a 
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FOUR STEPS To 
Effective Speaking 


Extracts from a speech before 
a clinic of the Massachusetts 
Division officers by Dr. Wilbert 
Pronovost, professor of Speech 
and Hearing at Boston Univer- 
sity School of Education. 


@ First of all, it is important to know 
your subject. Next, every speech must 
have a central idea or main point. A 
speaker may wish to instruct an audi- 
ence, to persuade an audience to act, 
or both. Following are the four steps 
to a good speech: 


Step One. Arouse the interest and 
attention of an audience by relating the 
main point to something in which the 
audience will be interested. 


Step Two. Get your listeners think- 
ing about the main point by giving 
them facts. This is a learning process. 
Help them learn the background in- 
formation so they will understand the 
main point. 


Step Three. Influence the beliefs of 
your listeners by presenting logical 
arguments to support your main point. 
If you have given them interesting 
facts in Step Two, they will be more 
receptive to your arguments and 
evidence. 


Step Four. Stimulate your listeners 
to act on their beliefs by showing them 
the benefits they will derive from this 
action. Relate the action to their own 
interests. If you have aroused their 
interest (Step One), given them facts 
(Step Two), and supported your opin- 
ions with logical arguments and evi- 
dence (Step Three), they should be 
receptive to your appeal for action 
(Step Four). 

All good speakers will give you the 
same solution for stage fright. That is 
stand in front of those audiences and 
speak, again and again, until you lose 
part of the fright. Don’t expect to lose 
it all. But this is good, for an over- 
confident speaker soon loses his 
audience. 
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- Write with anything 





—Verifax copies it! — 











A VERIFAX COPIER REPRODUCES PEN, PENCIL 
AND CRAYON WRITING AS EASILY AS TYPED DATA 


EING ABLE to copy everything on 
|. we document is more than a 
convenience. Often, it’s a down- 
right necessity! What good is a copy 
of a contract which lacks the signa- 
tures? Or a copy of an accounting 
report which leaves out the figures? 

A Kodak Verifax Copier handles 
all the so-called toughies in stride— 
even those purplish spirit duplicator 






New! 
Verifax Bantam 
Copier 
$99.50 


Light, capable, a pleasure to use. 
Verifax Bantam Copiers in every de- 
partment will speed communications 
inside your company and out! 


eeeeeeeereeeeeeeee MAIL COUPON TODAY eoeeeveee 
EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free copy of your new booklet, 233-7 
‘Versatile Time-Saver for Busy Offices.” 


Name 


Ve 


Position 


copies. Gives you 5 dry and complete 
copies in 1 minute for just 2!4¢ each. 

Something else that’s mighty im- 
portant in business: Your Verifax 
copies will last a lifetime— won’ t fade 
or darken. And they’re a snap to 
file, write on, put in binders. . . are 
not tissue-thin or glossy . . . feel like 
the letters and reports you handle 
every day. 

Biggest surprise of all is the low 
cost of a Verifax Copier. The new 
Bantam, for example, costs just 
$99.50—about half the cost of other 
‘low-cost’ copiers. Mail coupon. Or 
check ‘‘ Yellow Pages” of phone book 
under “‘duplicating” or “photocopy- 
ing” machines for nearest Verifax 
Dealer. 


Price quoted is manufacturer's suggested 
price and subject to change without notice 


erifax Copying 


DOES MORE... COSTS LESS... 
MISSES NOTHING 













Company 





Street 





City. State 
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Harold A. Kind 
April 8, 1958 SECRETARY TO THE MAYOR 


National Secretaries Association (International) 
222 West lith Street 
Kansas City 5, Missouri 


Dear Member: 


On behalf of the citizens of Minneapolis, I am delighted to 
welcome you to our city. 


You, and your organization, have constantly exhibited high 
quality leadership in the community and in spearheading ad~ 
vancement and improvement in your chosen line of employment. 
The contributions that you have made and wil) continue to 
make for progress and betterment are all the more reason why 
we in Minneapolis consider it an honor and privilege that you 
have chosen our city for your 1958 convention. 


May I extend personal greetings to each and every one of you 
and assure yeu that you may = friendliness and coopera- 
tion here. 


The City of Minneapolis, as a leading city of the upper mid- 
west, can provide you with the best of facilities for recrea- 
tion and cultural entertainment. It will be a pleasure to 

greet you personally. 








PKP:Krf 








Mayor P. Kenneth Peterson of Minneapolis, Minnesota 





CPS Furnished by 8. cacophony 
International ae 
Education (a) adjunct 
Committee (b) link 
QUICKIE (c) officer 
(d) discord 
QUIZ 9. wroth 
(a) wrong 
In each group below, select the proper (a) wickedness (b) ae 
difinition of the word at the head of (b) jealousy cc} am : 
(d) afraid 
that group: (c) danger 10 
1. filch (d) stubbornness pany? , 
(a) hide . turbulent (a) —. , 
(b) speak with emotion 
(b) separate (a) bulging 
: (c) take back 
(c) steal (b) towering 2 
: (d) revise 
(d) soil (c) tempestuous hip 
11. indigenous 
2. lore (d) powerful , \si 
(a) knowledge . dearth (a) =< 
: ? (b) native 
(b) interval (a) crop 
(c) undeveloped 
(c) sermon (b) supply 
(d) rare 
(d) crack (c) dryness aie 
, 12. indite 
3. lethargy (d) scarcity ‘ 
: ; (a) charge with an offense 
(a) magnetism . sinuous Z 
(b) twist 
(b) apathy (a) dangerous ke) pain witli 
(c) slyness (b) dark rr i vs 8 
(d) prejudice (c) feminine seated 
4. jeopardy (d) winding Answers on Page 19 
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KEE LOX MANUFACTURING COMPANY 


CARBON PAPERS AND INKED RIBBONS 


ROCHESTER 1,NEW YORK 


Sold through KEE-LOX branches and franchised independent stationers 
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@ “Puc your best foot forward,” is an 
old familiar way of saying, “Let the 
other fellow see you at your best.” We 
all agree that, as a group, American 
businessmen are fair-minded and con- 
siderate. But sometimes the letters of 
individual businessmen give an entirely 
different impression. 

In the rush of the daily routine, a 
writer can easily forget that how he says 
a thing may be as important as what he 
says. As a result his letter may sound 
like an order from top-side or an accu- 
sation from a prosecuting attorney. 

So put your best foot forward, not to 
give a false impression, but to give the 
true impression that you are a reason- 
able man who appreciates the other fel- 
low’s point of view. 


The Worst Place To Put It 

The foot that tramples on the other 
fellow's self-esteem is not the best foot. 
Show that you respect the other fellow’s 
interests, and he will be favorably dis- 
posed toward your message. Ignore his 
needs, and he will be set to oppose or 
disagree with your message. The state- 
ment below seems designed to make the 
reader feel unimportant: 

I couldn’t possibly take time to search 

for an order you gave us in 1954. 

Here’s one way to avoid an implied 
criticism: 

The enclosed pages from a 1954 

catalogue are being sent to help you 

identify the timer you ordered early 

that year, as your original order has 

been removed from our files. 


Off With The Military Boots 
It's a fine thing to be a leader, but 
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by Dr. Homer L. Cox 


School of Commerce, Department of 


Business Writing, Northwestern University 


Written for National Small Business Men’s Association 


your best foot 


Number Seven in a Series 


leaders get more cooperation by asking 
for it than by demanding it. Even in 
the armed forces where everyone recog- 
nizes the necessity of responding to or- 
ders promptly, commands are some- 
times resented. 


In business a request is much more 
likely to get action than an order. A 
reason for complying with the request 
will show that a writer is not giving 
orders just for the sake of showing his 
authority. Would you blame the man 
who got the message below for taking 
plenty of time to comply with the 
request? 

Prepare the data at once and return 

the forms within five days. 

The improved message includes the 
reason for the request: 

Copies of the marketing report will 

be sent to all who prepare the data 

and return the forms within five 
days. 


Somebody Step On You? 

At times the businessman may feel 
he ought not be expected to put his 
best foot forward. If he does put a foot 
forward, he may feel like stepping hard 
on the fellow who has just stepped on 
him. 

But the message which makes a poor 
impression on us is a signal. It means 
the other fellow is unusually self-cen- 
tered. If we write him as he wrote us, 
a profitable business relationship may 
be terminated. This message could be 
the beginning of the end: 

You ought to be satisfied with the 

two per cent since we don’t ask you 


for explanations when you return 
merchandise. 

This message explains without accus- 

ing: 

The discount rate is directly related 
to our policy of accepting the return 
of merchandise without question. The 
discount rate could be changed only if 
the return privileges were restricted. 


Does The Shoe Fit? 

It’s easy to stumble in a shoe that 
doesn’t fit. The writer who uses words 
that don’t fit makes a poor impression. 
The capped words in the following ex- 
amples are incorrectly used: 

The talk contained an ILLUSION 

(for allusion) to... 

We are not APPRECIATIVELY (for 

appreciably) concerned ... 

Excessive modesty — the kind that 
crowds your best foot into such a small 
shoe you have trouble putting it for- 
ward—is likely to sound insincere or 
weak. This apologetic attitude becomes 
quite evident in such expressions as 
these: 

If the writer may be pardoned for 

venturing an opinion... 

I hate to bother you, but... 


John Henry And YOU 

A man’s name—his John Henry—is 
music to his ears. Indeed the sight or 
sound of this most personal possession 
will get instant response from everyone 
—man, woman, or child. You can make 
use of the significance of names. 

Even bad news can be made a little 
better if you use a man’s name to show 
you have a personal interest in him. 
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Genuine concern for the reader's prob- 
iem is reflected ‘in this message: 

But we'll do our very best, Mr. Wil- 

ton, to find a buyer for any of your 

scrap copper that we can't use. 

Like so many things, using a man’s 
name can be overdone. Fortunately, 
there are substitute words which can be 
used more often. The words you, your, 
and yours keep attention centered on 
the reader and his interests. Sparing 
use of 1, me, my, mine, we, us, our, and 
ours keeps your own interests in the 
background. 

Selfish: WE need your cooperation to 
help US correct a practice 
that is expensive to US. 

Better: Will YOU help eliminate a 
practice that sometimes 
makes recalculation of 
YOUR bills necessary? 

Is the number of times you is used 

a gauge of reader appeal? Sometimes. 
But if the right attitude does not 
permeate the message, the number of 
you's will make little difference. The 
two examples below are about equally 
objectionable although one contains two 
you's: 

WE ought to be able to collect what 

is owed US. 

YOU ought to pay us what YOU 

owe. 

In the improved version below you 
helps emphasize how the reader will 
benefit by paying promptly: 

Could YOU have used $128.64 last 

year? That's the amount YOU could 

have saved during 1956 by paying 


for merchandise within the ten-day 

discount period. YOU can begin to 

save now by... 
What YOU Can’t Do 

The word you will do a great deal to 
help you make a good impression, but 
at times the impression will be better 
if you does not appear in the message. 

When the other fellow has made a 
mistake, the wise man avoids the word 
you. The chances are the other fellow 
didn’t make the error on purpose. He's 
already feeling guilty or defensive. This 
is the time to help him save face. These 
phrases make a reader feel like a stupid 
bungler: 

YOU made a mistake... 

The instruction sheet tells YOU 

plainly to.. 

On the other had, readers relax a little 
—feel a little less defensive—when they 
read a message that doesn’t remind them 
the fault was theirs: 

| am glad to explain more fully about 

the terms... 

Another time to avoid the word you 
is when the other fellow has expressed 
an opinion different from your own. 
When a man is told, “You are wrong,” 
he takes a firm grip on his position, 
stops thinking rationally and allows his 
glands to take over. Here is a better 
way to begin to persuade your reader 
to think as you do: 

The problem is so important that an 

examination of all the possible ways 

cf dealing with it may be worthwhile. 


Go Into Partnership 
If you've watched a cowboy on a 


good quarter horse cut a yearling out of 
a herd of cattle on the western plains, 
you know the horse is smart. He doesn’t 
ram the yearling head on. He doesn’t 
come toward it at a right angle. He 
comes up behind and at the side of the 
animal and steers him right or left. 


You can use similar tactics to change 
a man’s thinking or actions. Instead of 
> ontradicting him or ignoring his ideas, 
try to steer him indirectly off his course 
and on to the one you prefer. Getting 
him into partnership with you, figura- 
tively speaking, is a technique you can 
use. Here’s how: 

Your proposed plan shows that you 

have analyzed the marketing angle 

of our problem very carefully. Here 
is another plan we might consider 

... This plan would ge us more 

time to tool up. The savings in over- 

time labor also make this plan attrac- 
tive. Shall we give it a trial? 

We is a good word to use whenever 
you can include your reader with your- 
self. These phrases are examples: 

WE all know what to expect when 

the price of steel rises. 

OUR newspapers have been telling 

US that... 

Could WE get together and discuss 

the transfer before .. .? 

Take into account the other fellow’s 
preoccupation with his own problems. 
It’s a habit that’s contagious, and soon 
he'll be doing the same for you. Every 
businessman will then be stepping for- 
ward on his best foot. 











for type that sparkles 


7 





like MEW 


Cleans type CLEANERI 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 


: 69¢ at all stationers 
<3 and typewriter dealers 
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CENTER ..... the easy way! 


Now you can save the 
time and the headaches of 
counting, dividing, back- 
spacing in centering, yet 
any copy can be centered 
exactly in seconds! With 
a new Stenographic Cen- 
tering Scale, you just meas- 
ure the line and start typ- 
ing at the number indi- 
cated on the easily-read 
scale. That’s all you do! 
Simple instructions for 
centering pica, elite or 
variable-spaced type are 
permanently imprinted on 
the plastic scale. 








Send $1.00 for a sample 
of the time-and-trouble- 
saving Stenographic 
Centering Scale. Satis- 
faction is guaranteed! 
Order Today, From 
STENOGRAPHIC CENTERING SCALES 


Department S$ 
1511 N. Algona Dubuque, Ia. 
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underwood announces the... 


NEW 1959 





Something wonderful happens when you touch this 


Now—the new Underwood DocuMEnTorR! Modern, 

with crisp, handsome lines, it introduces a wonderful 

new typing idea—the Floating Keyboard! 

e Brings keys closer to you with a “floating” design 
that stops fatigue in arms and shoulders. 

e Electrifies 94% of your typing time ... places all 
vital controls so compactly they’re just a touch 
away from typing keys. 










e Makes all-day typing easier—more relaxing, with 
exclusive new slip-proof Finger-Form keys. 


The brilliant new 1959 Golden-Touch Electric breaks 





all .¢-mn'4-t-talale mm aat-lellomel(oh\4-\- sam 


Wa 


with 
Float 
fect ¢ 
it wh 
As 
suits 
Doct 
rator 
resea 


Unde 


HLECTRIC 


‘Lloating Keyboard’! 


with all previous electrics. You'll feel it in the 
Floating Keyboard. You'll see it in sharp, print-per- 
fect copy—even with many carbons. You'll be sure of 
it when you end busy days with energy to spare. 


Ask Him to choose the distinctive type style that 
suits him best. And tell him the wonderful new 
DocuMENTOR is here... after 43 months of labo- 
ratory work, field testing and human engineering 
research. 


Try the new DocuMENToR yourself. Call your 
Underwood office for a no-obligation demonstration. 





“THE DOCUMENTOR” by underwood 












You must see the new DOCUMENTOR * to fully 
appreciate these outstanding features. 

* DRAMATIC NEW STYLING AND DESIGN 

* EASY REVERSE TABULATION 

* PRINT-PERFECT IMPRESSION CONTROL 

* FATIGUE-REDUCING KEYBOARD SLOPE 

* INSTANT SHIFT FOR ‘’CAPS” 

* ELECTRIC MARGIN AND TAB SET 

* HIGH SPEED ELECTRIC RIBBON REWIND 


* 44 KEYS — 88 CHARACTERS eS 


( o—_—! 


> 


D ae CHOICE OF 8 PANEL COLORS 


AN UNDERWOOD TRADE-MARK 








CTaleol—l a eloleo Mi us 








WELCOME THESE NEW CHAPTERS! 


Annapolis Chapter 
Annapolis, Maryland 
(Installed on May 24, 1958 
by Baltimore, Maryland ) 


Mrs. Alice Gary, President 

1215 Tyler Avenue 

Annapolis, Maryland 

Mrs. Leona M. Denson, Vice President 
RFD 2, Box 88 

St. Margarets 

Annapolis, Maryland 

Dale Ward, Corresponding Secretary 
108 Gloucester Street, Apt. 3 
Annapolis, Maryland 


Mrs. Antoinette R. Boyle, 
Recording Secretary 

505 Ludlow Road 

Admiral Heights 

Annapolis, Maryland 

Mrs. Liselrae Prince, Treasurer 


Greenbriar Lane 
Annapolis, Maryland 


Chico Chapter 
Chico, California 
(Installed on May 10, 1958 
by Sacramento, California) 


Mrs. Fidelis M. Hampton, President 


Route 1, Box 910 
Durham, California 


Mrs. Bonita Hill, 1st Vice President 


727 Wayne Lane 
Chico, California 


Mrs. Alta W. Gregory, 
2nd Vice President 
c/o Victor Industries Corp. of Calif. 
P. O. Box 1175 
Chico, California 


Mrs. Theodora June Fox, 
Corresponding Secretary 

Municipal Airport 

Chico, California 

Mrs. Juanita Brockman, 
Recording Secretary 

P. O. Box 174 

Orland, California 


Mrs. Yvonne Parker, Treasurer 


Route 1, Box 214 
Durham, California 
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Monticello Chapter 
Longview, Washington 
(Installed May 9, 1958 
by Olympia, Washington) 


Mrs. Dorothea Harvey, President 
205 West Maple Terrace 
Longview, Washington 


Mrs. Bernice Grant, Vice President 
2626 Pacific Way 

Longview, Washington 

Mrs. Aune J. Waht, Secretary 


1052 Oak Street 
Longview, Washington 


Mrs. Greta L. Orr, Treasurer 
715 Broadway 
Longview, Washington 


Berkeley Chapter 
Berkeley, California 
(Installed on May 8, 1958 
by Oakland, California) 


Mrs. Alice Holland, President 
1123 Key Route Boulevard 
Albany, California 


Mrs. Margaret R. Thode, 
lst Vice President 

2240 Rose Street 

Berkeley, California 


Mrs. Finette K. Grundman, 
2nd Vice President 

2924 Claremont Avenue 

Berkeley, California 


Mrs. Constance Finch, Secretary 
6447 Chabot Road 
Oakland, California 


Mrs. Ellen Vankat, Treasurer 
495 Elwood Avenue, Apt. 5 
Oakland, California 


Longview Chapter 
Longview, Texas 
(Installed on May 3, 1958 
by Tyler, Texas) 


Mrs. Gwen M. Farmer, President 
908 South Fredonia 
Longview, Texas 


Mrs. Dorothy K. Harvey, Vice President 
405 Mobberly Avenue 
Longview, Texas 


Mrs. Beulah Post, Secretary 
218 Cambridge Lane 
Longview, Texas 


Marian Houston, Treasurer 
1307 Dale Street 
Longview, Texas 


Marietta Chapter 
Marietta, Ohio 
(Installed on May 18, 1958 
by Zanesville, Ohio) 


Mrs. Nellie I. Cromer, President 
110 Know Street, Apt. 35 
Marietta, Ohio 


Pollyanna Armstrong, Vice President 
117 Oakwood Road 
Marietta, Ohio 


Mildred Pickens, 
Corresponding Secretary 

817 Sth Street 

Marietta, Ohio 


Patricia Skipton, Recording Secretary 
624 2nd Street 
Marietta, Ohio 


Frances E. Hoff, Treasurer 
Route 6 
Marietta, Ohio 


Radford-Blacksburg- 
Christianburg Chapter 
Radford-Blacksburg- 
Christianburg, Virginia 
(Installed on May 4, 1958) 


Mrs. Mary C. Cox, President 
Route 2, Box 224-A 
Radford, Virginia 


Mrs. Ruth R. St. Clair, Vice President 
P. O. Box 1041 
Radford, Virginia 


Mrs. Betty J. Newman, 
Corresponding Secretary 

P. O. Box 397 

Christianburg, Virginia 


Dorothy Matusevich, 
Recording Secretary 

Route 1, Box 113 

Cambria, Virginia 


Mrs. Doris B. Damiani, Treasurer 
Martin Apartments No. 2 
Radford, Virginia 
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Heart O’ Texas Chapter 


Waco, Texas 
(Installed on May 24, 1958 
by Austin, Texas) 


Mrs. Ann Coody, President 
Route 6, Box 328-A 
Waco, Texas 
Mrs. Jane Livingston, Vice President 
515 North 15th Street 
Waco, Texas 
Mrs. Bettye Hutyra, 
Corresponding Secretary 
1017 New Road 
Waco, Texas 
Mrs. Erle Wyche, Recording Secretary 
625 North 33rd Street 
Waco, Texas 
Mrs. Mildred Nobels, Treasurer 
P. O. Box 4191 
Bellmead, Texas 


Martinsville Chapter 
Martinsville, Virginia 
(Installed on May 11, 1958, by 
Roanoke, Virginia) 


Mrs. Frances J. Bostick, President 

215 Thomas Heights 

Martinsville, Virginia 

Edna Roberson, Vice-President 

Fieldale, Virginia 

Mrs. Iliene L. Hite, Corresponding 
Secretary 

723 Circle Court 

Martinsville, Virginia 

Betty J. Baker, Recording Secretary 

P. ©. Box 115 

Stanleytown, Virginia 

Mrs. Violet D. Jones, Treasurer 

1014 Askin Street 

Martinsville, Virginia 


Enid Chapter 
Enid, Oklahoma 
(Installed on May 18, 1958, by 
Oklahoma City, Oklahoma ) 


Ms. Lois Wahl, President 

1223 Cherokee 

Enid, Oklahoma 

Ms. Geraldine Perkins, Vice-President 

RFD 2-E 

Fairview, Oklahoma 

Ms. Jerrilyn Hamilton, Corresponding 
Secretary 

1806 North Adams 

Enid, Oklahoma 

Ms. Mary Lou Burns, Recording 
Secretary 

1306 West Cherokee 

Enid, Oklahoma 
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Ms. Sarissa Garner, Treasurer 
2116 West Broadway 
Enid, Oklahoma 


San Gabriel Valley Chapter 

San Gabriel Valley, California 

(Installed on May 24. 1958, by 
Pasadena, California) 


Harriet M. Mosley, President 
714 Washington Street 
Alhambra, California 


Mrs. Frances M. Runyon, Vice-President 
605-A Cornell Drive 
Arcadia, California 


Hazel M. Cheesebrough, Corresponding 
Secretary 

202 Sefton Avenue 

Monterey Park, California 


Mrs. Josephine B. Troxel, Recording 
Secretary 

313-A North Stoneman Avenue 

Alhambra, California 


Mrs. June Renee Graves, Treasurer 
149 Coral View Street 
Monterey Park, California 


Vancouver Chapter 
Vancouver, British Columbia, 
Canada 
(Installed May 17, 1958 
by Seattle, Washington) 


Mrs. Claire Pickard, President 
College of Dental Surgeons of B. C. 
217 Med. Dent. Building 
Vancouver, B. C. 
Mrs. Kathleen Hanlon, Vice President 
3668 Oak Street 
Vancouver, B. C. 
Joan M. Goodwin, 

Corresponding Secretary 
Ste. 33, 1595 West 15th Avenue 
Vancouver, B. C. 
Eileen Marie Turnbull, 

Recording Secretary 
2169 West 51st Avenue 
Vancouver, B. C. 
Jeanne L. Quintal, Treasurer 


No. 10 3841 Cambie Street 
Vancouver, B. C. 














On. TO BE BACK 
AT MY 
TYPEWRITERII 





Yes, and think of all the pleasurable mo- 
ments that she’s missing by not using the 
best in typewriter papers—SPHINX ... 


A PAPER FOR EVERY 
OFFICE USE! 





SAXON PAPER CORPORATION 


WEST: Poth STREET 


NEW YORK II N.Y 
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@ Gentlemen, hang on to your saddle 
horns. The ride from here on in—the 
ride, with women in the sales saddle— 
looks like it’s going to be a seven-mile- 
trek-over-brush. Now it’s Eastman Ko- 
dak Co. that is bowing to the inevitable. 
That august corporation has just con- 
cluded a contest designed as a sort of 
subliminal approach, through the na- 
tion’s secretaries, to the bosses’-—and 
this means you—consciousness. 


Eastman ran the contest, open only to 
secretaries, in behalf of its Verifax 
Copiers. We caught one of the first ads 
announcing the contest, and determined 
to follow the thing through to its bitter 
end, feeling that someone must guard 
the bastions. The first ad featured a Don 
Herold cartoon showing a boss and his 
secretary. (The boss looked all unstrung; 
the secretary was as bright as the first 


Eastman’s reasoning back of all this 
was transparent. The secretary has come 
a long way from the days when she 
merely took dictation and then beat it 
out on a typewriter. Today, she’s an 
executive. Some secretaries are suspected 
of having their eyes on the boss's chair. 
And some have been known to unseat 
the occupant! But whatever she is—‘“a 
jewel,” Girl Friday, an efficient machine 
—-she has her boss’s ear. The good man 
that once was hard to find has become 
—a good secretary. If a guy has one 
he'll resort to anything short of insur- 
rection to keep her. And to keep her 
happy. 

Eastman puts it more softly. “Basi- 
cally,” says a company spokesman, “the 
contest recognizes the importance of the 
office secretary as a purchasing-decision- 
influencer.” This gentleman went on 


As Another Magazine Sees Us... 


how to live with your secretary 


copy of a new carbon.) Overhead a 
clock’s hands registered five-after-five. 
A low blow all by itself, at the boss. The 
boss, laying himself wide-open, is ask- 
ing his secretary: “And just how could 
a Kodak Verifax Copier help us, Miss 
Jones?” 

Over the secretary's head was a blank 
balloon. Eastman invited secretaries the 
country over, to fill in the balloon, in 
twenty words. To give her ammunition 
to fire at Eastman—and, indirectly at 
her boss—the rest of the ad was a sales 
pitch for the fine points of Verifax. 

The prizes? 101, altogether. And an- 
other 101 for bosses. The first prize for 
secretaries: a two-week, all-expense va- 
cation for the secretary and a friend 
(not the boss) in Miami Beach, New 
York or Los Angeles. The ground rules: 
Entrants had to be employed as secre- 
taries, stenographers or typists in the 
U. S. or its territories or possessions. 
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by Harry Woodward 





her company and her boss’s name, East- 
man had a bagful of hot names. 

To get the contest rolling, Eastman 
held meetings in major cities. These 
meetings pulled in the Verifax dealers. 
Five teams, composed of advertising and 
sales personnel made the tour. And after 
each meeting a packet of promotional 
material was delivered to local dealers 
by Western Union. Dealers in remote 
areas were contacted personally by Veri- 
fax technical representatives who used 
the presentation packet to sell the con- 
test. A month before the contest open- 
ing, October 1, dealers had all necessary 
materials, including entry blanks. 

But Eastman was jarred on its heels 
by dealer response. (Most of these deal- 
ers must have lost a sale because “Miss 
Jones” didn’t know enough about Veri- 
fax.) The company mailed out two mil- 


reprinted from Sales Management by permission of the editor 


to point out that the secretary can make 
or break an office equipment sale. 

So one of the basic objectives of the 
contest was to get across to the secretary, 
as a person and not simply as an office 
employee, how easy it is to use the Veri- 
fax Copier. 

Original advertising layouts tended 
to play up the contest itself. Final ads 
were designed to get the gals into the 
copy since copy hammered home the 
features built into Verifax. 

The secondary objective of the contest 
was aimed at Verifax dealers, to shake 
them up, get them into the promotion 
habit. The contest was planned so that 
dealers would reap the publicity adver- 
tising and good-will benefits of having 
a winner. 

The third objective was to obtain 
leads on Verifax prospects. After all, 
with 22,916 entrants, each of whom 
filled in the coupon giving the name of 


lion entry blanks. Two printings of 
entry blanks, in addition to the original 
one! 

The Eastman people had been warned 
that replies would bunch up toward the 
end of the contest. The warnings were 
correct. Two weeks before the contest 
end—January 1—Eastman had pulled 
only 14,000 entries. Within the next 
fortnight more than half again that 
number had come. 

As Phil Reed, who is responsible for 
Verifax advertising, says: “If we learned 
one thing from the contest it was to 
never underestimate the power of a 
dealer who has been properly sold.” 

We drew Mr. Reed back to the fine 
print in that original ad—the bit about 
101 prizes for bosses. “Oh, them,” he 
said. “A camera is the prize for the 
bosses of the 101 smart gals who win 
top prizes.” 

Take that, man! 
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within NSA 


receives decoration 


Right—Historic, 200-year-old San Fernando Cathedral 
in San Antonio, Texas, was the scene of a colorful cere- 
mony and a very unusual occurrence in the life of a 
secretary when the Most Reverend Robert E. Lucey, S.T.D., 
Archbishop of San Antonio, bestowed the Cross pro 
Ecclesia et Pontifice upon his secretary, Mrs. Josephine 
W. McInnis, CPS. The decoration, which was instituted by 
Pope Leo XIII in 1888, is a special honor conferred by 
His Holiness, Pope Pius XII, upon Catholic laymen for 
“outstanding service to Church and Pontiff.” The medal, 
suspended from a gold and crimson ribbon, is in the form 
of a cross and bears the image of Pope Leo XIII. The 
Papal coat-of-arms and the words “pro Ecclesia et Pontifice,” 
with the year 1888, appear on the back of the medal. A 
translation of the Latin certificate accompanying the 
decoration reads: 


“The Supreme Pontiff, Pius XII, has deigned to decree 
for and bestow upon Mrs. Josephine McInnis the decora- 
tion of the august cross, established chiefly for those who 
give distinguished service on behalf of the Church and the 





. 





Holy Father. He grants likewise the right to wear this Most Rev. Robert E. Lucey, Archbishop of San Antonio, confers 
ornament.” the Cross pro Ecclesia et Pontifice upon his secretary, Mrs. 
‘ : Josephine W. McInnis, CPS, of Anacacho Chapter, San Antonio, 

Jo McInnis recently completed sixteen years as personal Texas. Assisting in the ceremony is the Chancellor of the 


secretary to Archbishop Lucey. She has been a member Archdiocese, Rt. Rev. Msgr. J. L. Manning, J.C.D. 


of Anacacho Chapter since 1948 and she passed the CPS 
examination in 1954. During 1955-56 she was chapter 
president. Last year she served on the Advisory Board of 
the Texas-Louisiana Division and as a member of the chapter office is prize possession 
International Education Committee, of which committee 
she is now chairman. Jo says her only hobbies outside her 
work as a secretary are NSA and CPS. She is a widow and 
the mother of two daughters. 


Left—Their chapter office is the prize 
possession of Belles Lettres Chapter, 
Elkhart, Indiana. 


It is a twelve by fifteen-foot rented 
room in which they store supplies and 
equipment. 

Within its confines they have a desk, 
typewriter, mimeograph, storage area, 


tables and chairs. 


The room is used for board meetings, 
getting out the bulletin, and for com- 


mittee activities of all kinds. 


Shown here are members of the Boss 





Night coordinating committee, as they 


Boss Night co-ordinating committee Wava Neff, Jan Hall and Mrs. Rosalee : , p 
members of the Belles Lettres Chapter Johnson. Standing are: Mrs. June were completing plans for this year’s 
are: Seated, Violet Bonfiglio, Mrs. Berkshire, Mrs. Norma Watson and banquet 

: e e« @ 


Doris Mann, Mrs. Betty Cunningham, Betty Puterbaugh. 
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_By Bernice Wilson, CPS 
Spokane Chapter Reporter 


duteh uncle 


John Rogers High School students Sharon Holmes 
and Diane Keene in the office of Mrs. Mildred 
Chandler, Spokane Chapter board member. 
Mrs. Chandler has given thirty-two interviews 
during her active participation in the Dutch 


and 











@ The Spokane Chapter (Washington ) 
participates in one of the most refresh- 





ing and stimulating civic projects that 
is to be found in its community. It is 
the Dutch Uncle and Aunt Program 
which deals with vocational guidance 
at the high school student level (juniors 
and seniors). 


How It Functions In Spokane 
Representatives of each business and 


civic Organization interested in the pro- 


Page 18 





aunt program 


gram band together as a committee. The 
chairmanship of the Dutch Uncle and 
Aunt Committee rotates each year to a 
representative from one of the member 
organizations. The Director of the Spo- 
kane Guidance Center (a division of 
School District 81) is the unofficial 
chairman of the committee and is the 
contact between the high schools and 
the committee. 


Spokane high school students take a 
mandatory course in vocational guid- 


Aunt Program and is often recognized for 
her outstanding work on this vocational 
guidance program, 














ance. They are required to choose a 
possible business or profession as an 
adult vocation, then they prepare three 
or four practical questions they would 
like to ask a person who is actually in 
their chosen line of work. A special 
two-page report is prepared by the stu- 
dent counselors on each student, then 
this fact sheet is turned over to the 
Dutch Uncle and Aunt Committee for 
assignment. 
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Three to four times a year the com- 
mittee meets to distribute these reports 
or requests for interviews. The Guid- 
ance Center director gathers up these 
interviews from the four local high 
schools periodically and brings them be- 
fore the committee. The chairman of 
the committee then distributes the in- 
terview requests to the committee mem- 
bers who feel they can place the inter- 
views. For instance, Spokane Chapter 
accepts all interviews in which the stu- 
dents have specified interest in the sec- 
retarial field. Rotarians or Lions or one 
of the other service groups may take 
those interested in the professions of 
law, medicine, etc. 

The representatives on the committee 
then make use of telephone and post 
cards to make specific appointments for 
student and business person who has 
agreed to discuss his vocation with stu- 
dents. (Specially prepared post card 
forms make this portion of the work very 
simple and efficient. ) 

Purpose of the Program 

The main purpose of the program is 
to give junior and senior students an 
opportunity for a practical discussion of 
the vocation in which they are interested 
and to arrange a person-to-person inter- 
view with a businessman or woman 
actively employed in the field they may 
one day enter. 


What Is Accomplished By This 


dreaming, that he just doesn’t have what 
it takes to pursue a certain vocation 
or that it is just not the field he is in- 
terested in at all. 

The high schools furnish the printed 
material needed, which amounts to one 
two-page report form and two postal 
cards for each student interview. They 
take care of the postage needed for send- 
ing out and returning the interview re- 
port forms, the Guidance Center collects 
ten dollars as a donation from each 
member organization participating in 
the program. This collection is made 
annually or as needed. It is such a 
worthy cause that the organizations in- 
volved give willingly this small amount. 


Brief History 

This program was started eighteen 
years ago in Spokane and is still rather 
unique in the United States. It was de- 
veloped single-handedly and carried on 
for three years under the direction of 
the Director of the Public School Guid- 
ance Center, Ralph Peterson. They aver- 
aged 300 interviews per year at first; 
then followed the idea of a coordinated 
effort of business and guidance center 
in which the businessman took the offi- 
cial leadership. Currently the program 
in Spokane is averaging 2500 to 3000 
interviews per year and since the begin- 
ning of the program they have han- 
dled just over 25,000 applications for 
interviews. 





GRASERSTIK, GIRLS 





AW. FaBER SraserS TIK : GRIL-SERVICE) 7099B 


Bee ee 

















When there’s a vacancy 
for a higher-paid pri- 
vate secretary’s job in 


' your office — will you 


get it? 
You will if you prac- 
tice competent stenog- 


_ raphy and typing—and | 


if you consistently use 
an A.W.FABER ERASER- 


_ Stik. With this pencil- 


shaped, white-polished 


| beauty you erase with- 


out a trace. Whoosh— 
mistakes disappear as 
you remove a single 


' letter without, marring 


surrounding area. Pick 
up a few at your Sta- 


+ 
< 
3 
= 
a 
lo 
(4 
io 


ANC CARBON 


























Interview Spokane Chapter members have given tioners today. 

From a national survey it was deter- 562 interviews since September, 1953, ; Me 
mined that the average graduate is am average of 112 per year. P gece oe > & 
seventeen when he finishes high school. * «= «@ inthe ; oe 
He then spends ten years before settling ; MEDIUM or AVERAGE = ' 
down to a life-long profession and dur- @gyggypers THIN or BLUNT x 
ing that time he has had from thirteen EnaserSrix gives | 5 
to fifteen different jobs. This trial and you your choice | 
error method of selecting a vocation can to CPS Quickie Quiz datas W wi ane = 
often be eliminated through practical “ine sechaniesl o¢ hand << 
vocational guidance at the high school sharpener. > 
level. Giving a student an opportunity 1. (c) 7. (d) < 
to “read up on the vocation he is inter- : 4 
ested in” and then actually sitting down 2. (a) 8. (d) 
and discussing the potential, the pros 3. (b) 9. (b) + | ERASER TIK . 
and cons of the business of profession 4 te) 10. (c) ae {Ty 
he intends to follow will give the stu- =F 11. (b) With brush 20¢ Without brush 10¢ | 
dent a step-by-step path to follow to . : 7099 and 7099B gray all-utility 
reach his chosen field of work. Or it 6. (d) 12. (c) ERASERSTIK for pencil, ink or 
will let him know, while he is still only cyponeneg. : 4 

7066 and 7066B for those who ; 


THE SECRETARY—July, 1958 prefer a soft, red typewriter eraser. ~ 
: AWM.Faber-Castell Pencil Co. Newark 3, N. J. 








@ NSA-PRR. These six letters may 
well serve to introduce Doris Snellinger, 
member of the White Rose Chapter, 
York, Pennsylvania. The first three let- 
ters represent her avocation, the latter 
three, her vocation. Separately they 
stand for The National Secretaries Asso- 
ciation (International) and the Pennsy]- 
vania Railroad. Together they constitute 
her daily life. 

After being graduated from high 
school in her native York, Doris then 
prepared for the teaching profession at 
Ursinus College in Collegeville, Pennsy!- 
vania. However, by the time Doris re- 
ceived her degree teachers of foreign 
languages were more plentiful than the 
demand, so she enrolled at a secretarial 
school. 


uthesS 
whe 


The saying that “railroading gets in 
your blood” is certainly true in Doris’ 
case, for her first position was, and her 
present one is, secretary to the Assistant 
Train Master of the Pennsylvania Rail- 
road, York District. Although trained to 
teach French, German, and Spanish, 
Doris finds she is more adept at the 
language of railroading. In her position 
she has had the opportunity to learn the 
business from the ground up. 

Her duties are many and varied, rang- 
ing from the job of “supply chief” to 
“crew dispatcher,” and on to that of 
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“interchange clerk.” She takes verbatim 
records of all investigations of personal 
injuries and train accidents in the dis- 
trict. Other parts of her daily routine 
include teletyping messages and train 
consists, handling unemployment claims, 
and keeping personnel and statistical 
records. In addition, many of the rail- 
roaders come first to Doris for informa- 
tion and assistance. An engineman may 
request a pass to the west coast; a con- 
ductor seek help in preparing a time 
card; or an old timer may just want to 
gab about the thrills of railroading in 
the good old days. As her friends well 
know, Doris is a dyed-in-the-wool rail- 
roader, but she confides a bit wistfully 
she has yet to achieve her secret PRR 
ambition—and that’s to deadhead in the 


DORIS SNELLINGER 
White Rose Chapter 


York, Pennsylvania 


cabin car (caboose to us) of a freight 
train. She has had the experience of 
riding in an engine. A yard crew made 
a special run one rainy afternoon to take 
her home. 

Away from the PRR, Doris spends 
most of her time very actively involved 
with NSA. Since the inception of the 
Pennsylvania Division she has held 
chairmanships and offices, and is now 
division president. In her chapter she 
has been a bulletin editor, a vice presi- 
dent, and a president. 

Conventions are her meat. Since her 


first in Boston in 1950 she has been a 
part of almost all division, district, and 
Association meetings. Her unfailing 
good humor and lively sense of humor 
even took her smiling through a hurri- 
cane as she drove in wind and water to 
make the Northeastern District Confer- 
ence in Atlantic City last October. 

Doris rounds out her busy weeks with 
membership in the Business and Pro- 
fessional Women’s Club and the College 
Club of York County. Fond of children, 
and an excellent disciplinarian by the 
smile method, she enjoys thoroughly her 
duties as assistant leader of a Senior Girl 
Scout troop and as superintendent of the 
Primary Department in Zion Lutheran 
Church Sunday School. 

Through her NSA associates Doris 





has built up an extensive collection of 
scenic postcards, tying in with her fa- 
vorite hobby — traveling. She enjoys 
playing the piano, but admits that these 
days when her fingers stray over a key- 
board, it is much more likely to be the 
keyboard of a typewriter. 


Her boss calls her “the globe trotter,” 
and this propensity for going places is 
not to be wondered at in one who loves 
traveling, NSA conventions, and the 
Pennsylvania Railroad. 
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the philosophy of 


a €areer woman 


by Mrs. Daphne Leeds 


An address before 
Capital Chapter, Washington, D. C. 


Mi We stand at the threshold of the 
best half-century in world history. 
Whether we cross it—stumble over it, 
stand still or perhaps walk away—de- 
pends on no miracle. Rather it depends 
upon our ability to apply what we know 
to achieve what we want. 

Someone tells the story of the old 
Yankee who lived and worked the farm 
next to a wealthy gentleman farmer. 
One day this well-heeled amateur was 
showing off his prize poultry. “What 
do you think of those chickens, 
Nathan?” he asked. After slowly look- 
ing them over and closely inspecting a 
couple, the old gentleman replied: 

“Them’s mighty fine hens—better'n 
mine. But, y’ know, ain’t any of us 
farms as well as we know how.” 

Perhaps it takes contrast to make us 
appreciate the progress we have made 
and thus raise our sights to realize our 
limitless potential. I state unequivocally 
that American capitalism is showing the 
way by which, within the lifetime of 
some people now living, we can abolish 
poverty in the world. Let the skeptical 
consider what has already been wrought 
within the memory of many now living. 
For we live in a land where a million 
Indians once lived in poverty and 170 
million Americans now live in compara- 
tive luxury. 

Some of you in this room were born 
before the invention of the automobile, 
the airplane, the radio. A century ago 
about ninety-four percent of the work 
in this country was done by human and 
animal muscles and only six percent by 
machines. Today this ratio is reversed. 
During the last half-century the labor 
force more than doubled but the use of 
mechanical energy almost quadrupled. 

The average American industrial 
worker has behind him an investment 
of $15,000 in plant and equipment and 
more than eight horsepower of mechan- 
ical energy; more than twice the horse- 
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power of workers in the most advanced 
of other nations. Even in the last twenty- 
five years, as one result of this progress, 
the average American works fifteen per- 
cent fewer hours and has fifty percent 
more purchasing power. Time maga- 
zine, in its year-end issue, points out 
that last year we produced and con- 
sumed sixty percent of the world’s goods 
with barely six and one-half percent of 
the world’s population. 

How long, in the face of such a record 
of progress in producing, packaging and 
delivering the highest standard of living 
to our people ever known anywhere in 
the world, can alien regimes still swallow 
the false prophecies of the Marx-Engels 
Communist Manifesto? How long can 
ruling classes behind the Iron Curtain 
hold as an article of faith the fantastic 
statement that, under capitalism, “the 
modern labourer . . . instead of rising 
with the progress of industry—becomes 
a pauper, and pauperism develops more 
rapidly than population and wealth?” 
And how long must we wait for the 
Communist State to “Wither away” 
after the coming to power of the so- 
called “dictatorship of the proletariat?” 

Some day, we hope and pray, people 
everywhere will see the connection be- 
tween our economic progress and pros- 
perity and our political institutions and 
traditions. Some day, perhaps within 
our lifetime, the generality of depend- 
ing upon the carrot rather than the stick 
will emerge as quite as appropriate for 
handling people as handling beasts of 
burden. When that day comes mankind 
everywhere will cease to be treated as 
beasts of burden. 

This, you will recognize, is the prob- 
lem of incentives. The essence of free- 
dom, in its economic or business aspects, 
is the right of the individual to give or 
withhold his property, his efforts, his 
talents and abilities. He can rent or 
refuse to rent, buy or refuse to buy, 


invest or spend, work or be idle—all in 
terms of the answer to the basic ques- 
tion, “What's in it for me?” 

If we are to maintain, let alone in- 
crease, our rate of progress and avoid 
stagnation or inflation, it’s high time we 
recognized the need to encourage all to 
contribute to our economy. The con- 
sumer won't buy if prices are too high. 
The people won't invest their savings 
in new or expanding enterprises unless 
they get good dividends. People with 
managerial know-how will not increase 
the number of good jobs at high wages 
unless there is a profit to be gained. 

To view economic prosperity as a 
simple matter of raising everybody's 
wages is as naive as thinking that the 
most important part of a watch is the 
mainspring. All of the parts are essen- 
tial to tell what time it is. 

If we can learn that lesson and realize 
that government, management, con- 
sumer, investor and worker all share the 
responsibility for sound growth, the fu- 
ture is bright indeed. Competition we 
must have of course. But we are more 
likely to get it with prizes for the 
winner than with coercion by the 
Government. 

America has always produced men of 
vision. And even a limited glimpse into 
the future is bound to inspire the realiza- 
tion of great things if the rest of us, 
in our several walks of life and eco- 
nomic situations, faithfully do our part. 

We are just beginning to tap two 
new resources of power, the atom and 
the sun. The little that we now know, 
and still less that we can now econom- 
ically apply, are nevertheless enough to 
make present energy sources seem puny 
and—in the long run—costly. 

In communications we shall be able 
to dial anyone direct and see him as 
we talk. This latter feature has some 
obvious drawbacks, particularly in hot 
weather—but you won't have to buy it! 
Perhaps even the language barrier will 
disappear as an electronic “brain” trans- 
lates as it receives the oral message. 

In transportation, not too far off is 
the guided automobile or airplane. You 
will enter a thruway or airway, tune 
your automatic steering device to an 
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assigned channel, and relax for an acci- 
dent-free trip to your check-out point. 
And we could also become amphibious 
with boat-house trailers to launch on our 
favorite streams or lakes. 


Health miracles lie ahead, with life 
spans approaching a century and famine 
eliminated by unlocking the limitless 
stores of food available when we can 
“farm” the oceans or bring sea-water, 
made fresh by methods already known, 
to irrigate the world’s wastelands. 
Weather control can take giant strides 
to free ice-bound ports and divert or de- 
stroy hurricanes and tornadoes. 


Through means already known we 
can turn guided missiles into means of 
transportation; we can preserve food by 
irradiation, wash clothes and dishes by 
supersonic vibration, cook by solar 
energy and even wear an air-conditioned 
suit in hot weather. 


Change brings new needs, and needs 
breed greater opportunities for more 
people at better jobs earning more pur- 
chasing power. And this is where the 
women come in. In recent years, the 
experts have been busy training their 
sights on women. Be they educators, 
psychiatrists, sociologists, economists, 
novelists, or feminists—they have ex- 
amined in detail, and meticulously dis- 
sected, the characteristics which make 
up a woman—her physical stamina and 
weaknesses, her mental capacity and in- 
tellectual interests, her influence on her 
husband and children, her effect upon 
her community, her political impact, her 
legal status, and her contribution to the 
nation’s economy. 

Today women are making a greater 
contribution to the nation’s economy 
than in any previous period, with possi- 
ble exception of the World War II 
years. The number of women workers 
has increased from five million in 1900 
to almost twenty-two million in 1956. 
In fact, the increase in the number of 
women workers has been more rapid 
than the growth in population or the 
expansion of the total labor force. And 
with that increase has come what | 
choose to call an “improved status” of 
women. That status is perhaps not quite 
an “equal status” with our male counter- 
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parts, but the disparity diminishes from 
year to year. 

There is, however, considerable ques- 
tion as to whether our improved status 
has brought a corresponding increase 
in stature. I say this because I believe 
we too often seem to subscribe to an 
equalitarian trend and urge that every- 
one must be or become normal, and I 
believe we spend entirely too much time 
in seeking out what we think may be 
encroachments upon our status. We 
have, I suggest, reached a status where 
we should exercise greater concern for 
our stature. 

As Judge Mary Donlon recently said, 
“There are pioneers in every age... 
It may well be that ours is the genera- 
tion privileged to pioneer, if we but 
will, in giving new emphasis to culture, 
without sacrificing civilization; to in- 
augurate a renaissance of stature for 
women, without sacrifice of our hard- 
won status.” 

A fundamental of that renaissance, it 
seems to me, is embodied in our per- 
sonal philosophy as business and profes- 
sional women. And what should be the 
basis of that philosophy? 

As I said in the beginning, we stand 
at the threshold of the best half-century 
in world history. A part of our job is 
to build a better America—and, mind 
you, we know how if we but have the 
courage and wisdom, the strength and 
the will—for in so building, we shall be 
helping to build the world which people 
everywhere are seeking. Our failure in- 
volves the failure of mankind to realize 
its true destiny. 

All of us, I think, have developed our 
own philosophy as business and profes- 
sional women. Whether yours coincides 
in its entirety with mine is doubtful, 
but I should like to pass mine along to 
you with the hope that it may be help- 
ful to you in the event you have not 
formalized your own. 

At the outset, let me say that 1 am 
not a militant feminist—it is my opin- 
ion that any competent woman can ac- 
complish her objective in business or the 
professions without undue aggression 
and without undue concession. We must 
realize that no business or profession 
belongs to the male sex. Women have 


entered them all, and the competent and 
diligent ones have had their true worth 
recognized. 


We must develop physical, mental 
and emotional stability and equip our- 
selves educationally for our chosen 
careers, 


We must not expect special privileges, 
and we must be willing to work as hard 
as the hardest worker—man or woman. 


We must ignore what we think are 
prejudices against our sex—and recog- 
nize no barriers. We must believe—in 
our minds and hearts—that our oppor- 
tunities for advancement are as great as 
—but no greater than—those of all 
others equally qualified. 

We must support other women in 
their endeavors — not merely because 
they are women, but only because—and 
if—they are as competent and as well or 
better qualified than the men with 
whom they vie. 


We must be able to discern clearly 
right from wrong and to allow our 
words and deeds to be governed thereby. 

If we determine to enter public serv- 
ice, we must be prepared to make any 
financial or other sacrifice necessary to 
contribute to the processes of represent- 
ative government. 

We must develop a sense of values 
based not on material things, but on a 
desire for an expanded appreciation of 
human relationships from which comes 
a deep and more lasting value—the in- 
ner satisfaction which comes from know- 
ing from time to time that a job is well 
done. 

We must maintain that calm which 
is necessary for the deeper combinations 
of the intellect. And we must take time 
to meditate—for meditation is essential 
to culture and to growth. 

Above all, we must have faith—faith 
in ourselves—in our fellow man, regard- 
less of station, race or calling—and if 
we are to achieve these, we must have 
faith in God. Then—and only then— 
can we develop a maturity of judgment 
and a compassion which will help to- 
ward making our contribution to the 
free society in which we live. 
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homeowner who wants his 


@ The 
home improvement project to increase 
the dwelling’s resale value should give 
primary consideration to appeal, the 
ingredient that ultimately fixes value, 
according to Don Moore, executive 
director of the Home Improvement 
Council. 


Moore suggests that you ask your- 
self what your home needs the most. 
Chances are you will have picked the 
best “investment” improvement. An 
added bedroom, for example, is of 
greater value in a two-bedroom house, 
than in a home that already has six or 
eight bedrooms. 


For any type of home improvement 
to qualify as a good investment, it 
should increase the actual resale value 
of the home by at least as much as the 
cost of the improvement, including 
your own labor, if any. The amount that 
a remodeling job adds to the home's 
value depends on how badly the home 
needed that improvement. 


The most valuable improvements for 
development-type post-war homes, 
Moore says, are those that add new 
space or provide for more efficient use 
of present space, such as built-in storage 
cabinets. In older homes, where space 
is less at a premium, any improvement 
that makes the dwelling more like the 
newer homes—bathroom and kitchen 
modernization, exterior “face-lifting,” 
rearrangement of partitions—is likely 
to be a good investment. 

Here are a few of the remodeling 
jobs Moore suggests that should prove 
to be good investments for your home 
if they are not already present: 

1. A second bath or powder room— 
any family of more than two people 
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our home 


needs more bathroom facilities than 
those afforded by one typical bathroom. 
If your home has a second bath or half 
bath, its value will be increased well 
beyond the average cost of the addi- 
tional facilities. To keep cost at a mini- 
mum, look for space for the added facili- 
ties directly above, next to or below 
present plumbing equipment. If such 
space exists, you should be able to have 
a complete new bathroom for $1,000 or 
a powder room for as little as $500. 


2. Modern kitchen—to a woman, 
nothing makes a home more unaccept- 
able than an outdated kitchen without 
adequate cabinet space, efficient work 
pattern and the full range of modern 
equipment. If your home is structurally 
sound and otherwise up-to-date, but 
completely inadequate in the woman's 
work center, it will be worth your while 
to tear out the old kitchen and start 
from scratch. The cost of the complete 
kitchen remodeling with all new equip- 
ment is likely to be $2,000 or more, but 
if the job is done properly by a com- 
petent designer and qualified workmen, 
even that expensive a job is worth the 
investment. 

3. Central, automatic heating and/or 
cooling—investments in central heating 
and air conditioning will nearly always 
be returned when you undertake to sell 
your home. It may be possible to install 
control devices on your present heating 
system that will make it fully automatic 
at moderate cost. The addition of sum- 
mer cooling, particularly in the southern 
part of the country, can be more effect- 
ive than any other step in making a 
sound home marketable. 

4. Third or fourth bedroom—a lim- 
ited market for two-bedroom homes has 
been created by the trend toward larger 


families. A third, or even a fourth bed- 
room is nearly always a good invest- 
ment. If it’s possible to find space for 
new bedrooms in an unfinished attic 
or elsewhere in the house, your invest- 
ment in materials will be low. If it’s 
necessary to add on the space, the cost 
will be essentially the same as for new 
construction on a square foot basis— 
usually $15 or more per square foot. 


5. A modern exterior — excessive, 
old-fashioned ornamentation, old-fash- 
ioned windows, faded paint and other 
marks of age make a home difficult to 
market. Imagination and modern ma- 
terials can give your home a dramatic 
transformation at little expense. If the 
house is in a good neighborhood, the 
removal of “gingerbread,” application 
of a coat of paint or new siding and 
replacing of narrow windows with mod- 
ern types will be a good investment. 


6. Adequate wiring—the family to 
whom you will want to sell probably has 
a wide assortment of modern appli- 
ances. Giving your home completely 
adequate wiring can be expensive, but 
it can also be one of your most effective 
sales arguments. Most electrical con- 
tractors will be happy to give you a 
complete inspection and free estimate. 


7. Landscaping—the angular lines 
of a big old home and the barren look 
of many post-war homes can often be 
corrected with proper landscaping. 
Since your grounds are the first thing 
the buyer will see, it is well worth the 
investment to make that first sight a 
pleasing one. 


Moore points out that HIC members 
throughout the country will be happy 
to give additional information and cost 
estimates to all homeowners interested 
in repairing and remodeling. Counsel 
and guidance on all phases of home im- 
provement can also be obtained from 
HIC members, local businessmen who 
are sincerely interested in helping the 
homeowner better his living through 
improvement and modernization. Coun- 
cil members can be identified by the 
HIC membership seal which is dis- 
played prominently in their places of 
business. 
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GREAT LAKES DISTRICT 


Roberta Iredale 
Room 700 

225 East 4th Street 
Cincinnati 2, Ohio 


NORTHEASTERN DISTRICT 


Mrs. Alicia Cogan 
161 Prospect Park West 
Brooklyn 15, L. |., New York 


NORTHWESTERN DISTRICT 


Mrs. Winifred L. Hillyer, CPS 
3301 West 24th Avenue 
Denver, Colorado 


SOUTHWESTERN DISTRICT 


Mrs. Susie Marie Wilson 
City Clerk's Office 
Ada, Oklahoma 


SOUTHEASTERN DISTRICT 


Margie Keith, CPS 
1911 20th Avenue South 
Nashville, Tennessee 


dates to remember — 


REGIONAL MEETINGS 


Ark-Mo-Kans-Okla 
Time: October 4, 5 
Place: St. Louis, Missouri 


Texas-Louisiana 


Time: November 8, 9 
Place: New Orleans, Louisiana 


Calif-Ariz-New Mex. 


Time: October 18, 19 
Place: Phoenix, Arizona 


a chapter prayer 


M@ “Remembering that the eternal laws of God are the 
only ones under which we can truly succeed,” members 
of the Fort Venango Chapter, Franklin, Pennsylvania, felt 
the need for a special grace before chapter dinner meet- 
ings. Bulletin Editor Ruth Parker provided the answer. 
From the 5,000 items filed in her “big box” Ruth extracted 
a prayer, source unknown, to print in a special membership 
drive edition of the bulletin. So impressed were the 
members by the prayer’s applicability to NSA gatherings, 
they unanimously requested the adoption of this prayer 
for official use at all future meetings. 


Fort Venango Chapter Prayer 
(source unknown) 

We bow in gratitude, dear God, for the privilege of 
meeting together in friendship. Make this a good hour. 
Instill in our hearts the spirit of humbleness and love, 
tempered with tolerance and understanding, that we may 
be a credit to ourselves, our profession, the faiths we 
possess, and the lives we live. Be with each of us on this 
occasion and when it is over may we take away with us 
a féeling of closer relationship to Thee and to each other. 
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This Prayer’ appeared on the final page of the Annual 

Report for ABILITIES, INC., a company which employs disabled 
persons who under ordinary work standards would find it difficult 
to gain employment. Hank Viscardi, Jr., President and founder of 
ABILITIES, INC., was born without legs. The Corporation started 
in 1952 with four employees with one useable leg and five useable 
arms between them. Current employee count is now 318. 


“PRAYER” 


I asked God for Strength, that I might 


achieve, 


I was made weak, that I might learn humbly 
to obey... 





I asked foW4 







e 
‘ia. 
) 
ae 


’ \ 
I was given Wexkness, that I might feel the 


4 


I asked for all Minas<that I might enjoy 


life, i — 

We. 
I was given life, that I~might enjoy all 
things... 


I got nothing that I asked for — but 
everything I had hoped for, 


Almost despite myself, my unspoken prayers 
were answered, 


I am among all men, most richly blessed. 
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